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Ask yourself this about 
every piece: 
if you took the logo 
away, would your 
creative presentation 
still feel like IBM? 


IBM Sales Collateral Global Brand & Design Principles 

Collateral formats 


Overview 

Every collateral deliverable conveys a message from IBM to our customers and 
prospects. By its very nature, collateral resides “in their hands,” so the message 
must always be consistent with the brand’s look, tone and feel. Badly written copy, 
unfocused messaging, poor imagery and clumsy production steadily unravel the 
fabric of the IBM Brand. 

When you write a collateral piece, make sure that your copy is warm, 
engaging and conversational. Make certain it is concise and content rich. And, 
above all, make sure that it is consistent with the brand. Ask this about every 
piece: If you took the logo away, would your creative presentation still feel like 
IBM? Hopefully, the answer will be yes. 

A wide range of formats 

While sales collateral has many formats to choose from, each format was created 
to best convey specific benefits. For example: 

Brochures, booklets and flyers - show how IBM products, services and 
solutions meet a customer’s strategic needs. They also offer a flexible format 
capable of presenting customer benefits, competitive advantages and features. 
Specification sheets - deliver technical information on IBM products according 
to a stricter set of design standards. 

Case studies - combine a customer interview with the features and benefits of 
an IBM solution to show how a business challenge was overcome. They also 
demonstrate IBM expertise in specific industries and applications. 

White papers - provide information or position on a current industry subject. 
They can be in the voice of IBM or written by a third party to position IBM as a 
thought leader in the IT community. 

Pocket folders - hold brochures, specification sheets and a combination of 
other collateral materials. 

Reference guides - provide technical information on multiple products, families 
of products, peripherals or options. They can also serve as a cross-reference 
guide to compatible products. 


Choose a format that 
is best suited for the 
content within and best 
suited for the target 
audience. 
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Collateral formats 


Brochures - cover design (8.5 "xll " or A4) 


The subject identifier: 

The subject identifier 
labels the IBM product, 
offering or solution 
that the collateral piece 
is about 

Font: 

Helvetica Condensed Bold 
11/14 pt 
Position: 
Upper-left corner 
.4375" from the top 
aligned to the IBM Logo 
.75" from the left 


e-business logo: 

(optional) 


Position: 
Lower-left corner 
or lower-right corner 

align with subject identifier 
or IBM logo 

Color: 

e-business red or black 



The IBM Logo and 
logo holding device: 


Position: 

Upper-right corner 
Size: 

2" wide and 1.3125" tall 

IBM Logo is reversed and 
centered within 
the logo holding device, 
no more than .4375" tall 

Color: 

IBM Blue or black 

60% grey is optional when 
using 100% 
black backgrounds in 
black & white print jobs 


Headlines: 

Font: 

Helvetica Bold 18/22 pt 
Alignment: 

Flush left or centered 
Position: 

Anywhere on page 
below 2" 

Color: 

Black or reverse 


Subheads: 

Font: 

Helvetica Regular Oblique 

12/16 pt 

Alignment: 

Flush left or centered 
Position: 


Color: 

Black or reverse 


Note: The preferred image area for covers is a four-sided bleed: however, non-bieed imagery is accepted in 
instances where production specifies a black-plate change to the headline. Image content should be relevant 
and targeted. 
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Collateral formats 


ISO sizes 


StorageSmart Management 
Tape Solutions 



Anchor point: 

The IBM Logo and 
logo holding device 
are always anchored in 
the upper-right corner. 


Leveraging IT to help achieve 
your business objectives. 


Using the upper-right corner 
as the anchor point, 
the lower-left corner may 
be shortened or lengthened 
depending on standard size 
in geography. 



Note: Collateral mechanical files should be created in individual pages, thus allowing easy trimming and stripping 
when adapting to ISO sizes. See section 2.8 - Distribution for information on setting up files in Adobe InDesign. 
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Collateral formats 


Brochures - alternative covers 
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Collateral formats 


Brochure inside spreads - one-column grid 


Section header: 

The section header may be 
used at the top of each 
page or spread to indicate 
the main topic of a section 
of copy. Should be benefit- 
focused and concise. 

Font: 

Helvetica Bold Oblique 
12/21 pt 
Position: 
Upper-left corner 
.4375" from the top 
.75" from the left 

Page numbers: 

Font: 

Helvetica Light Oblique 
8 pt 


Centered on page 
Position: 
.3125" from base of type 
to trim 

Body copy: 

Font: 

Helvetica Light 9/22 pt or 
Bodoni Regular 11/22 pt 
Alignment: 
Justified with 11 pt space 
between paragraphs 


Subheads: 

Font: 

Helvetica Condensed Bold 
11/22 pt 
Alignment: 
Centered 




Imagery: 

For single-column 
layout spreads, 
single page/non-bleed 
imagery is preferred 
for maximum impact. 
See example to left 
A .5 pt frame around 
an image is optional. 


Captions: 

Font: 

Helvetica Light Oblique 
7/10 pt 
Alignment: 

Flush left under images, 
screen captures, diagrams 
or charts 


Callouts: 

Font: 

Helvetica Light Oblique 
18/26 pt or 

Bodoni Light Italic 20/26 pt 
Alignment: 

Flush left 

with .5 pt vertical rule set 
.25” from edge of text. 


Note: One-column layouts are preferred for introduction copy or high-level brochures. However, brochures with high page 
counts should vary the grid in interior spreads, and reserve the one-column layout for introduction and/or overview content. 
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Collateral formats 


Brochure inside spreads - two-column grid 


Section header: 
Font: 

Helvetica Bold Oblique 
12/21 pt 
Position: 
Upper-left corner 
.4375" from the top 
.75" from the left 


Font: 

Helvetica Light Oblique 
8 pt 
Alignment: 
Centered on page 
Position: 
.3125" from base of type 
to trim 


Body copy: 
Font: 

Helvetica Light 9/15 pt 
Alignment: 
Flush left with 15 pt space 


Font: 

Helvetica Condensed Bold 
9/15 pt 
Alignment: 
Flush left 



Imagery: 

Far two-column layout 
spreads, single 
page/non-bleed 
imagery is preferred 
for maximum impact. 
See example to left 
A .5 pt frame around 
an image is optional. 


Font: 

Helvetica Light Oblique 
18/26 ptor 

Bodoni Light Italic 20/26 pt 
Alignment: 

Flush left 

with .5 pt vertical rule set 
.25" from edge of text. 


Captions: 

Font: 

Helvetica Light Oblique 
7/10 pt 
Alignment: 

Flush left under images, 
screen captures, diagrams 
or charts 


Note: Two-column layouts are preferred when the content is mixed with top level and detailed information. 
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Collateral formats 


Brochure inside spreads-three-column grid 


Section header: 
Font: 

Helvetica Bold Oblique 
12/21 pt 
Position: 
Upper-left corner 
.4375" from the tap 
.75” from the left 

Page numbers: 

Font: 

Helvetica Light Oblique 
8 pt 
Alignment: 
Centered on page 
Position: 
.3125" from base of type 
to trim 


Body copy: 
Font: 

Helvetica Light 9/15 pt 
Alignment: 
Flush left with 11 pt space 
between paragraphs 


Subheads: 

Font: 

Helvetica Condensed Bold 
9/15 pt 
Alignment: 
Flush left 



Imagery: 

For three-column 
layout spreads, smaller 
imagery is preferred. 
Images should align to 
the grid, either one, two 
or three columns wide. 
See example to left 
A .5 pt frame around 
an image is optional. 


Callouts: 

Font: 

Helvetica Light Oblique 
18/26 pt or 

Bodoni Light Italic 20/26 pt 
Alignment: 

Flush left 

with .5 pt vertical rule set 
.25" from edge of text. 


Captions: 

Font: 

Helvetica Light Oblique 
7/10 pt 
Alignment: 

Flush left under images, 
screen captures, diagrams 
or charts. 


Note: Three-column layouts are preferred when the content is detailed in nature. 
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IBM Sales Collateral Global Brand & Design Principles 

Collateral formats 


Brochure back page 


IBM 



IIIIIIIIIIIIIIk 


The IBM Logo: 

Position: 

1.125 inches 
from the top of page 
at top of right-hand 
column of grid 

Legal copy: 

Font: 

7/10 pt. Helvetica Light 


Alignment: 

Flush left, with 5 pt space 
between paragraphs 
Bulleted paints hang 
.125 inches into gutter 


Subheads and ibm.com: 
Font: 

7/10 pt. Helvetica Black 
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Collateral formats 


Specification sheets (8.5"x11" or A4) 


Benefit statement: 

Font: 

Helvetica Regular Oblique 
12/16 pt 
Position: 
Upper-left corner 
.4375" from the top 
aligned to the IBM Logo 
.75" from the left 

Headline: 

Font: 

Helvetica Bold 18/22 pt 
Alignment- 
Flush left 
Position: 
1.125" from left, 
1.315" from top of page 


Font: 

Helvetica Bold Oblique 
9/15 pt 
Bullets: 
1.125" from left 
copy indented .25" 
Column header: 
Helvetica Condensed Bold 
10 pt. 

between 2 pt black rules 

e-business logo: 
Optional 
Position: 
Lower-left corner 
.75" from left 
align with benefit statement 
Size: 

.5" wide maximum 
Color: 
Black 



The IBM Logo and 
logo holding device: 


Position: 

Upper-right corner 
Size: 

2" wide and 1.3125" tall 

IBM Logo is reversed and 
centered within 
the logo holding device, 
no more than .4375" tall 
Color: 

Black only 


Alignment: 

Imagery can be one, two or 
three columns in width, but 
must align with the grid. 
Position: 

Starting 2.75" from the top 
of the page and 1.125" 
from the left. 

Color: 

Color or black & white 
Captions: 

Font: 

Helvetica Light Oblique 
7/10 pt 
Alignment: 

Flush left under images, 
screen captures, diagrams 
or charts 


Font: 

Helvetica Condensed Bold 

9/15 pt 

Alignment: 

Flush left 

Body copy: 

Font: 

Helvetica Light 9/15 pt 


Note: It is important to keep ample white space at the bottom of the page for translation purposes. 


Flush left with 15 pt space 
between paragraphs 


Imagery is optional for specification sheets. If no imagery is available or necessary, begin all columns of text 
2.75" from top of page. 


Indented bullets: 

Font: 

Bodoni Light Italic 9/15 pt, 
Bullets 14 pt 


Flush left with grid, copy 
indented .25 pt 
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Collateral formats 


Specification sheets - back page 
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IBM Sales Collateral Global Brand & Design Principles 

Collateral formats 


Specification sheets - alternative 


IBM Infoprint Color 130 
Full-Color Digital Printer 



Note: This is a sample of an alternative specification sheet with no imagery. 
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Collateral formats 


Case studies (8.5"x11" or A4) 


The subject identifier: 

Font: 

Helvetica Condensed Bold 
11/14 pt 
Position: 
Upper-left corner 
.4375" from the top 
aligned to the IBM Logo 
.75" from the left 


How XYZ Company put the power of 
e-business to work for them. 


Headlines: 

Font: 

Helvetica Bold 18/22 pt 
Alignment: 
Flush left 
Position: 
1.125" from left, 
1.315“ from top of page 


Font: 
Subheads: 
Helvetica Bold Oblique 
9/15 pt 
Text: 

Helvetica Regular Oblique 
9/15 pt 
Bullets: 
1.125" from left 
copy indented .1875" 
Column header: 
Helvetica Condensed Bold 
10 pt. 

between 2 pt black rules 


e-business logo: 
(optional) 
Position: 
Lower-left corner 
.75" from left 
align with subject identifier 
Size: 

.5" wide maximum 
Color: 

e-business red or black 



Note: It is important to keep ample white space at the bottom of the page for translation purposes. 
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The IBM Logo and 
logo holding device: 

Position: 

Upper-right corner 
Size: 

2" wide and 1.3125" tall 

IBM Logo is reversed and 
centered within 
the logo holding device, 
no more than .4375" tall 

Color: 

Black only 

Imagery: 

Alignment: 

Imagery can be one, two or 
three columns in width, but 
must align with the grid. 
Position: 

Starting 2.75" from the top 
of the page and 1.125" from 
the left. 

Color: 

Color or black & white 
Captions: 

Font: 

Helvetica Light Oblique 
7/10 pt 
Alignment: 

Flush left under images, 
screen captures, diagrams 
or charts 

Subheads: 

Font: 

Helvetica Condensed Bold 

9/15 pt 

Alignment: 

Flush left 

Body copy: 

Font: 

Helvetica Light 9/15 pt 
Alignment: 

Flush left with 15 pt space 
between paragraphs 

Callouts: 

Font: 

Bodoni Italic 14/18 pt 
Alignment: 

Flush left with .5 pt 
vertical rule is flush set 
.1875 pt from edge of text 
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IBM Sales Collateral Global Brand & Design Principles 

Collateral formats 


Case studies - back page 


9/15 pi 



Font: 

Helvetica Light 9/15 pt 
Alignment: 
Flush left with 11 pt space 
between paragraphs 

Callouts: 

Font: 

Bodoni Italic 14/18 pt 
Alignment: 
Flush left with .5 pt 
vertical rule set .1875" 
from edge of text 


IBM 



\Um\ For Position Only 

llllllllllllllllllllllllllllllllllllllll^ 


The IBM Logo 
and legal copy: 

Position: 

Third column begins at the 
top of the page 


Legal copy: 

Font: 

7/10 pt. Helvetica Light 


Alignment: 

Flush left, with 5 pt space 
between paragraphs 
Bulleted points hang 
.125 inches into gutter 


Font: 

7/10 pt. Helvetica Black 


A recycled paper mark 
accompanied by the 
required text should be 
included when appropriate. 
These examples, and the 
templates, show the mark 
used in the U.S. 

Be sure to use the mark 
and text that are correct 
for your country. 

Barcodes are required 
when materials are stocked 
in our distribution centers. 
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IBM Sales Collateral Global Brand & Design Principles 

Collateral formats 


Case studies - alternative 


Horizontal grid: 

When using no imagery ; 
begin all three columns 
2.75" from top of page 
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The subject identifier: 

Font: 

Helvetica Condensed 
Bold 11/14 pt 
Position: 
Upper-left corner 
.4375" from the top 
aligned to the IBM Logo 
.75" from the left 

Date: 

Font: 

Helvetica Condensed 
Regular 11/14 pt 
Position: 
Directly below subject 
identifier 


IBM Sales Collateral Global Brand & Design Principles 

Collateral formats 


White papers (8.5"x11" or A4) 


IBM e-business software 

November 2000 



Why trust your whole enterprise 
to just one company? 


by John Q. Somebody 

IBM Regional Supervisor, North America 


Note: The byline should include the name, title and the author’s company. It is important to clarify if the author is from IBM 
or another company. For “executive" level white papers, where the content is rewritten with comment, the byline should 
be followed by the phrase, “originally printed by... ’’ or “reprinted with comments by..." and then the original source name. 


The IBM Logo and 
logo holding device: 

Position: 

Upper-right corner 
Size: 

2" wide and 1.3125" tall 

IBM Logo is reversed and 
centered within 
the logo holding device, 
no more than .4375" tall 

Color: 

Black only 


Headline: 

Font: 

Helvetica Bold 18/22 pt 
Position: 

2.5" from top of page 
3.5" from left of page 
Alignment: 

Flush left 
Color: 

Black 

Byline: 

Font: 

Helvetica Regular Oblique 

12/16 pt 

Position: 

9.25" from top of page 
3.5" from left of page 
Alignment: 

Flush left 
Color: 

Black 
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Collateral formats 


White papers - page two and three 


Title: 

Font: 

Helvetica Condensed Bold 
11/14 pt 
Position: 
Upper-left corner 
.4375" from the top 
.75" from the left 

Page number: 

Font: 

Helvetica Condensed 
Regular 11/14 pt 
Position: 
Directly below title 


Contents/highlights: 

Font: 

Helvetica Bold Oblique 
9/15 pt 
Alignment: 
Flush left 

Column header: 

Font: 

Helvetica Condensed Bold 
9 pt 
Alignment: 
Centered, 
Visually vertically centered 
between 2 pt black rules to 
column width 



Subheads: 

Font: 

Helvetica Condensed Bold 

9/15 pt 

Alignment: 

Flush left 

Body copy: 

Font: 

Bodoni Light 10/15 pt 
Alignment: 

Flush left with 15 pt space 
between paragraphs 


Align with grid, 
maximum two columns 
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IBM Sales Collateral Global Brand & Design Principles 

Collateral formats 


White papers - back page 


The IBM Logo 
and legal copy: 



1RS51II 

INI ii iniiii in nii11ill III 


Position: 

Third column position at 
the top of the page 


Legal copy: 

Font: 

7/10 pt. Helvetica Light 


Alignment: 

Flush left, with 5 pt space 
between paragraphs 
Bulleted paints hang 
.125 inches into gutter 


Subheads and ibm.com: 
Font: 

7/10 pt. Helvetica Black 


A recycled paper mark 
accompanied by the 
required text should be 
included when appropriate. 
These examples, and the 
templates, show the mark 
used in the U.S. 

Be sure to use the mark 
and text that are correct 
for your country. 


Barcodes are required 
when materials are stocked 
in our distribution centers. 
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Collateral formats 


e-business logo: 
optional 
Position: 
Lower-left or right corner 

align with subject identifier 
or IBM Logo 
Size: 

.5" wide maximum 
Color: 

e-business red or black 


Folders (9"x12") 


The subject identifier: 


Font: 

Helvetica Condensed 
Bold 11/14 pt 
Position: 
Upper-left corner 
.4375" from the top 
aligned to the IBM Logo 
.75" from the left 


The IBM Logo and 
logo holding device: 


Position: 

Upper-right corner 
Size: 

2" wide and 1.3125" tall 

IBM Logo is reversed and 
centered within 
the logo holding device, 
no more than .4375' tall 

Color: 

IBM Blue or black 

60% grey is optional when 
using 100% 
black backgrounds 


Position: 

Anywhere on page 
below 2" 

Font: 

Helvetica Bold 18/22 pt 
Alignment: 

Flush left or centered 
Color: 

Black or reverse 


Position: 

Anywhere on page 
below a headline 
Font: 

Helvetica Regular Oblique 

12/16 pt 

Alignment: 

Flush left or centered 
Color: 

Black or reverse 
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IBM Sales Collateral Global Brand & Design Principles 

Collateral formats 


Folders - back page (9"x12") 



The IBM Logo: 

Position: 

3rd column position at the 
top of the page 

Legal copy: 

Font: 

7/10 pt. Helvetica Light 
Alignment: 

Flush left, with 5 pt space 
between paragraphs 
Bulleted points hang .125 
inches into gutter 


Font: 

7/10 pt. Helvetica Black 
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Collateral formats 


Flyers (3 7 /s"x9" or 210x99 mm) 


The subject identifier: 

Font: 

Helvetica Condensed Bold 9/12 pt 
Position: 
Upper-left corner 
.375" from the top 

aligned to the IBM Logo 

.375" from fhe left 


e-business logo: 
optional 
Position: 
Lower-left or right corner 

align with subject identifier 
or IBM Logo 
Size: 

Color: 

e-business red or black 



Leveraging IT to help achieve 
your business objectives. 


The IBM Logo and 
logo holding device: 


Position: 

Upper-right corner 
Size: 

1.75" wide and 1.2" tall 

IBM Logo is reversed and centered within 
the logo holding device, no more than 
.375“ tall 

Color: 

IBM Blue or black 

60% grey is optional when using 100% 
black backgrounds 


Headlines: 


Position: 

Anywhere on page below 1.5" 
Font: 

Helvetica Bold 16/20 pt 
Alignment: 

Flush left or centered 
Color: 

Black or reverse 


Position: 

Anywhere on page below a headline 
Font: 

Helvetica Regular Oblique 
10/14 pt 



Flush left or centered 
Color: 

Black or reverse 


Note: Type and size specifications are different in flyers than they are in other deliverables due to the smaller-sized 
format. Please follow the above specifications accordingly. 
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Collateral formats 


Flyers - page two and three 
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IBM Sales Collateral Global Brand & Design Principles 

Collateral formats 


Flyers - back page 


The IBM Logo 
and legal copy: 

Position: 
Top of the page, 
flush left 


A recycled paper mark 
accompanied by the 
required text should be 
included when 
appropriate. 
These examples, and the 
templates, show the mark 
used in the U.S. 
Be sure to use the mark 
and text that are correct 
for your country. 


Barcodes are required 
when materials are 
stocked in our distribution 
centers. 



Legal copy: 

Font: 

7/10 pt. Helvetica Light 


Alignment: 

Flush left, with 5 pt space 
between paragraphs 
Bulleted points hang 
.125 inches into gutter 


Subheads and ibm.com: 
Font: 

7/10 pt. Helvetica Black 

Alignment: 

Flush left 
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Booklets (6"x 9" or A5) 


The subject identifier: 

Font: 

Helvetica Condensed Bold 
9/12 pt 
Position: 
Upper-left corner 
.375" from the top 
aligned to the IBM Logo 
.375" from the left 


e-business logo: 
optional 
Position: 
Lower-left or right corner 

align with subject identifier 
or IBM Logo 
Size: 

.5" wide maximum 
Color: 

e-business red or black 



Leveraging IT to help 

achieve your business objectives. 

Real people providing real business value - 
a Total System Management solution 


| 


* 



The IBM Logo and 
logo holding device: 


Position: 

Upper-right corner 
Size: 

1.75" wide and 1.2" tall 

IBM Logo is reversed and 
centered within 
the logo holding device, no 
more than .375" tall 

Color: 

IBM Blue or black 

60% grey is optional when 
using 100% 
black backgrounds 


Position: 

Anywhere on page below 1.5" 
Font: 

Helvetica Bold 16/20 pt 
Alignment: 

Flush left or centered 
Color: 

Black or reverse 
Subheads: 

Font: 

Helvetica Regular Oblique 

10/14 pt 

Position: 

Anywhere on page below a 

headline 

Alignment: 

Flush left or centered 
Color: 

Black or reverse 


Note: Type and size specifications are different in booklets than they are in other deliverables due to the 
smaller-sized format. Please follow the above specifications accordingly. 
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Collateral formats 


Booklets - inside spread 



Note: Type and size specifications are different in booklets than they are in other deliverables due to the 
smaller-sized format. Please follow the above specifications accordingly. 
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Collateral formats 


Booklets - back page 
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Collateral formats 


Reference guides (3 7 /s"x9" or 210x99 mm, 6"x9" or A5, 8V2"x11" or A4) 


The subject identifier: 

Font: 

Helvetica Bold 16/18 pt 
Position: 
Upper-left corner 
.375" from the top 

aligned to the IBM Logo 

.375“ from the left 


Note: 

The subject identifier 
for Reference Guides becomes 
the title for the deliverable. 
It should be no more than 
two lines; the first being the 
product described in the guide, 
and the second the term, 
"Reference Guide.” (as shown) 


Page numbers: 
Font: 

Helvetica Light Oblique 
8 pt 
Alignment: 
Centered on page 
Position: 
.3125" from base of type 
to trim 



Issue Date: 

Font: 

Helvetica Condensed Medium 
11/14 pt 
Position: 

Lower-left corner 
.375" from left 
align with subject identifier 

November 2000 



The IBM Logo and 
logo holding device: 


Position: 

Upper-right corner 
Size: 

1.75" wide and 
1.2" tall 

IBM Logo is reversed 
and centered within 
the logo holding device, 
no more than .375" tall 

Color: 

IBM Blue or black 

60% grey is optional 
when using 100% 
black backgrounds 


Headlines: 


No headlines are 
necessary for 
reference guides. 


e-business logo: 

optional 

Position: 

Lower-right corner 

align with IBM logo 
Size: 

Color: 

e-business red or black 


Note: Type and size specifications are different in reference guides than they are in other deliverables due to the 
smaller-sized format. Please follow the above specifications accordingly. 
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Collateral formats 


Reference guides - inside pages 


Page header: 
Font: 

Helvetica Bold Oblique 
12/20 pt 

Position: 
Upper-left corner 
0.375 inches from the top 

(aligned to the IBM Logo) 

0.375 inches from the left 


Body copy: 

Font: 
Helvetica Light 
9/15 pt 

Alignment: 
Flush left, with 15 pt space 
between paragraphs 


Subheads: 

Font: 

Helvetica Condensed Bold 
9/15 pt 

Alignment: 
Flush left 



Imagery, charts, etc.: 

Alignment: 

Align with grid, 

maximum double column width 
Captions: 

Font: 

7/10 pt. Helvetica Light Oblique 
Alignment: 

Flush Left under images, screen 
captures, diagrams or charts 
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Collateral formats 


Reference guides - back page 


IBM 



The IBM Logo: 

Position: 

0.375 inches from the top 
of the page, at top of right-hand 
column of grid 

Legal copy: 

Font: 

Helvetica Light 
7/10 pt 

Alignment: 

Flush left, with 5 pt space 
between paragraphs 
Bulleted points hang 0.125 
inches into gutter 


Subheads and ibm.com: 
Font: 

Helvetica Black 
7/10 pt 
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CDs - label 


The subject identifier: 

Font: 

Helvetica Condensed Bold 
9/12 pt 
Position: 
left side of disc 

aligned to the IBM Logo 


Headline: 

Font: 
Helvetica Bold 
14/18 pt 
Position: 

Anywhere on top half of disc 
Alignment: 
Flush left 


Subhead: 



The IBM Logo and 
logo holding device: 

Position: 

Centered to right of 
disc as indicated, 
to bleed off right side 
of disc 
Size: 

1.6" wide and 
1.3125" tall 

IBM Logo is reversed 
and centered within 
the logo holding device, 
no more than .375" tall 

Color: 

Black 


Legal copy: 


Font: 

Helvetica Oblique 
10/12 pt 


Font: 

Helvetica Light 
6/7 pt 


Position: 

Anywhere on top half of disc 
Alignment: 
Flush left 


Alignment: 

Flush left, with 3.5 pt 
space 

between paragraphs 
Copyright symbol 
hangs into gutter 
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CDs - jewel case booklet - cover and back page 



Font: 

6/7 pt. Helvetica Black 


The IBM Logo and logo 


Position: 

Upper-right corner 
Size: 

1.625 inches wide and 
1.1875 inches tall 

(IBM Logo is reversed and 
centered within the holding 
device, no more than 0.375 
inches tall) 

Color: 

IBM Blue or black (60% 
grey is optional when using 
100% black backgrounds) 

Subject identifier: 


Position: 

0.4375 inches from 
left-hand side 
Font: 

9/12 pt. Helvetica 
Condensed bold 
Alignment: 

Flush left 


Alignment: 

Flush left Headlines: 


Position: 

Anywhere on page below 
1.5 inches from top 
Font: 

14/18 pt. Helvetica Bold 
Alignment: 

Flush left or centered 


Position: 

Anywhere on page below 

a headline 

Font: 

10/12 pt. Helvetica 
Regular Oblique 
Alignment: 

Flush left or centered 

GU Number and 
information: 

Position: 

0.4375 inches from 
left-hand side 
Font: 

6/7 pt. Helvetica Light 
Alignment: 

Flush left 
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CDs - jewel case booklet - inside spread 


Page header: 
Font: 

Helvetica Bold Oblique 
9/12 pt 
Alignment: 
Flush left 
Position: 
.4375" from fhe left, 
.4375" from the top 
of the page 

Body copy: 

Font: 
Helvetica Light 
7/12 pt 
Alignment: 
Flush left with 
12 pt space between 
paragraphs 



Callouts: 


Font: 

Helvetica Light Oblique 
12/16 pt 
Alignment: 
Flush left with .5 pt 
vertical rule set .125" 
from edge of text 


Subheads: 

Font: 

Helvetica Bold Oblique 
9/12 pt 
Alignment: 

Flush left 
Position: 

.5" from fhe left, 

.375" from top of page 


Font: 

Berthold Bodoni Antiqua 

Light Italic 

8/12 pt 

Bullets 14 pt 

Alignment: 

Flush left with grid, 
copy indented 0.125" 
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CDs - jewel case back insert 


The IBM Logo: 


Position: 

0.4375 inches from the top of 
page 

at top of column 
positioned as this 

Legal copy: 


Font: 

6/7 pt. Helvetica Light 


Alignment: 
Flush left, with 7 pt space 
between paragraphs 
Bulleted points hang 0.125 
inches into gutter 


Subheads and ibm.com: 

Font: 

6/7 pt Helvetica Black 

Alignment: 
Flush left 


Subject identifier: 

Font: 

Helvetica Condensed Bold 
9/12 pt 

Position: 
Running down spine 
1.0625" from the top 
Centered visually on 
depth of spine 
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Miscellaneous materials 

The look of sales collateral has been established to ensure consistency across 
all deliverables. Elements of typography, logo placement, graphics and layout 
are determined to achieve this consistency. These elements may also be 
applied to other sales collateral material, such as CD ROMs, video jackets and 
diskettes, where applicable. 
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Translations 
Adobe InDesign™ 
PDF formatting 
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Distribution 


Always allow at least 
30% white space on each 
page for translation Into 
languages with longer 
character counts. 


Translations 

As the title of this manual indicates, collateral materials are often distributed on 
a global basis. Therefore, it is important to pay special attention to translation 
issues before they become translation problems. 

At the begining of the project, it is important to always identify whether a 
collateral deliverable will be translated and distributed internationally. If this 
information is unavailable, always assume that it will be translated eventually. 

Because certain languages, such as German and Polish, have longer words 
or phrases to express similar ideas, allow at least 30% white space throughout 
every deliverable for text overrun after translation. The collateral templates have 
been designed with an “open” bottom baseline. In other words, it is not necessary 
to “fill” every column or page with text. An unprintable baseline guide at the 
bottom of each page is indicated on each template to assist in flowing in text. 


Adobe InDesign 

Adobe InDesign is the approved page layout application for all IBM sales 
collateral materials. Adobe Pagemaker™ and QuarkXPress™ should not be used. 

There are three tools within Adobe InDesign that should always be used 
before releasing a final collateral deliverable (see section 1.5 - Typography). 


Templates. Always use the supplied templates when creating each new 
collateral piece. These contain note layers which can be turned on for reference 
during creation and off for printing for proofreading. Other layers contain bleed 
and trim material for US and ISO sizes. Before release, the layers can be deleted 
or merged together after being checked for size and positioning. 


Refer to your Adobe 
InDesign manual for 
specific instructions on 
using these typographic 
and layout tools. 
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PDF formatting 

In today’s electronic age, PDF-formatted files have become an alternative 
method for distributing and exchanging sales collateral materials. Adobe 
Acrobat™ is a standard cross-platform software which generates readable files 
with low memory size for easy downloading. 

Adobe InDesign has PDF capabilities built into the application, including file 
memory optimization and password security. Refer to your Adobe InDesign manual 
for specific Acrobat information and troubleshooting issues. 
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Translation examples 
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To make sure we comply 
with the IBM ethical and 
legal standards, all 
sales collateral materials, 
without exception, must go 
through legal clearance. 


IBM Sales Collateral Global Brand & Design Principles 

Legal & contact information 


Legal responsibilities 

It is the practice of IBM to be truthful and accurate in its advertising and 
promotion. While all sales collateral materials must be creative and effective, 
every expressed and implied claim made must also be accurate, complete and 
free from any exaggeration or omission that might make the claim misleading. 

To make sure we comply with IBM ethical and legal standards, all sales 
collateral materials, without exception, must go through legal clearance. But 
legal clearance in one country is not necessarily valid in another. For global 
materials, separate clearance for each country is required and essential. The 
executive responsible for the product being advertised is responsible for 
assuring the accuracy of each claim. 

Use of IBM Logo 

It is IBM policy and practice to attribute the IBM Logo with an ®, the symbol 
for a registered trademark. If the publication is to be distributed only in the 
United States, only the logo on the sign-off area of copy requires the registered 
trademark symbol. For sales collateral material with front and back pages, only 
the logo on the back cover requires the registered trademark symbol. 

The IBM name 

In body text, always use the IBM name, at the very least, in the first reference to 
an IBM product or service, e.g., IBM VoiceType. If the name ever looks awkward 
or unclear without the company’s name, leave it in, e.g., IBM Consulting Services. 
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IBM trademarks 

Trademarks should be part of the standard back-cover attributions page in all 
IBM sales collateral. (See example for placement and appropriate wording.) To 
ensure that trademark use is correctly applied in your sales collateral materials, 
check with your local IBM trademark contact for modifications required in your 
own country. 

IBM trademarks (that is, trademarks, brand names, service marks, slogans 
and logos) are among the most important assets of IBM, and must be protected 
by properly noting ownership by IBM. A list of IBM trademarks is available on 
the IBM home page at ibm.com/legal/copytrade.phtml 


Designate all IBM trademarks at their first occurrence in the body copy 
with ® for registered trademarks and ™ for trademarks that are not 
registered. Body copy includes the Highlights section generally found in 
spec sheets. 

For style purposes, do not mark the first occurrence in a headline or title. 

It is not necessary to use ® or ™ in cover letters. 

The IBM logo is always attributed with ® on the back cover of printed 
literature. Therefore, it is not necessary or desirable to trademark IBM in 
body copy. 

Tradetnarks for IBM subsidiaries should be marked with ® or ™ as 
appropriate and attributed as listed on the IBM trademark list. 


Trademarks of IBM subsidiaries 

Trademarks for IBM subsidiaries, such as Lotus Development Corporation, 
maintain their own trademark attributions. This means that the subsidiary name - 
not IBM - is referenced in the attribution statement. 
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Trademark attributions for non-IBM companies 

With few exceptions, it is not necessary to mark other company trademarks. 
However, the following statement should appear on the trademark attribution 
page: “Other company, product and service names may be trademarks or 
service marks of others.” 

IBM has contracts with some companies requiring IBM to mark their 
trademarks with ® or ™. In IBM sales collateral, these should be marked at first 
occurrence and referenced on the trademark attribution page. Be sure to 
confirm with your local IBM trademark contact regarding what companies in 
your country have these contracts with IBM. 

Listing trademarks 

The trademark footnote copy should list IBM products first, followed by IBM 
subsidiary trademarks, followed by non-IBM company trademarks, followed by 
the generic trademark attribution for all other companies. The trademarks should 
be listed alphabetically. 

Always include IBM in the list of trademarks. This notice should state: IBM, 
XXXX, XXXX and XXXX are trademarks of International Business Machines 
Corporation. 


General trademark rules 

Spell trademarks as they are spelled by the trademark owner, or with 
initial capital letters. 

Generally precede the first occurrence of another company’s product or 
service name with the name of the trademark owner. 

Use a trademark as an adjective qualifying a noun, e.g., Use NetVista 
computers to... is correct; Use NetVista to... is incorrect. 

Do not use a brand name or trademark when a generic name is more 
appropriate, e.g., do not state “ThinkPad” when you mean 
“notebook computer. ” 

Do not convert trademarks into possessives, e.g.. The NetVista system’s 
features... is correct; NetVista’s features... is not. IBM’s is also incorrect. 
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Back-cover attributions 

There is a standard format for the back cover of all IBM sales collateral. Although 
addresses, dates, etc., will vary, the example below should be followed for 
appropriate language and sequence. Footnotes that are not inserted on the 
page where called out, appear on the back cover, generally following trademark 
attributions and disclaimers. Footnote symbols, like bullets, hang in the gutter. 

one may use either ibm Copyrights. The copyright symbol © always precedes Copyright IBM Corporation. 

or International 
Business Machines 
in the copyright notice. 

Recycled paper. This symbol normally appears on the back cover with the required 
text, when appropriate. Make sure you use the mark and accompanying text that 
is appropriate for your country. The example on the following page shows the 
correct text for literature printed in the U.S. using recycled paper. 

Publication form numbers. These are made up of ten alphanumeric characters 
(see example). They are assigned to sales collateral stored in IBM distribution 
houses for the purpose of tracking and ordering. Publication numbers are 
accompanied by barcodes if they are stored in an IBM distribution center. 
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Examples of back-cover attributions 



llllllllllllllllllllllllllllllllllllllllllllllll 

For Position Only | 

111.Ill 

G221-1234-00 
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Corporate Identity and Design 

Internet: design2@us.ibm.com 
Lotus Notes: Design/Somers/IBM 

Corporate Collateral 

Internet: colaterl@us.ibm.com 

Lotus Notes: IBM Collateral/Thornwood/IBM 

Corporate Brand Strategy 

Internet: branding@us.ibm.com 
Lotus Notes: Brand Strategy/Armonk/IBM 
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The sales collateral creative brief template 

The following template will help you prepare an effective brief regardless of 
the sales collateral format: 

Assignment. What is the agency being asked to prepare? Is it an application 
brief, white paper or brochure? 

Target. Who is the target? Is the sales collateral directed towards a CEO, CFO, 
CIO or a line manager? What each of these individuals needs to know to 
make a decision may be very different. Of course, one piece often has 
many potential audiences, but the brief should focus on the primary target and 
include information for the peripheral audience. Include insightful demographics, 
psychographics, lifestyle or professional information, values and behavior both 
in general and specific to the category. 

Current attitudes and behavior. Express the following points in the target’s own 
words: What do they think about our product or service today? What do they 
think about the IBM brand today? What attitudes need to be challenged? How 
are they currently using our product, service or solution? If they’re not using 
our product or service, why not? 

Desired attitudes. Express the following points in the target’s own words: 

What do we want the target to think about our product, service or solution? 
Be realistic. How can we help them identify with the brand? 

The most important promise. What is the most important and persuasive idea 
we can communicate? 

Action. What should our target do after reviewing the sales collateral? 

80 Continued on next page 
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The sales collateral creative brief template (continued) 

Key support points. Why should the target believe our most important promise? 
What specific attributes and benefits of the product, service or solution will help 
the target make a decision and act? 

Brand essence and identity. What is the relationship of this offering to the 
brand? What is the brand’s tone and manner? 

Executional considerations. What brand and legal constraints exist? What 
creative constraints exist? What production concerns exist? 

Budget and timing. How many hours are planned for strategic and creative 
development? What is the schedule? What is the production budget? 

Evaluating the work. Evaluating sales collateral is largely a matter of determining 
whether the materials created are “on brief.” The following questions will help you 
make a thorough evaluation while the work is in progress and when it is completed: 

Are the materials on strategy? 

Are they focused on the customer needs rather than the product or service 
or solution? 

Are the customer benefits clear or does the material dwell too much on 
product specs? 

Is the copy persuasive and informative? 

Will it stand up to the competition? 

Does the look of the work conform to the standards described in this manual? 

Does it capture the look, tone and feel of the IBM brand? 

Have you considered its use globally or in one or two other countries? 

Have the legal requirements all been met? 

Have you reviewed the work with the appropriate people? 
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Adobe InDesign Templates 

The Adobe InDesign templates are available to certified IBM collateral agencies. 
They contain five layers: Content, ISO trim marks, US trim marks, ISO notes and 
US notes. Because they are templates, when you open the files you will open 
a new untitled document, and should not save your work with the original file 
name, thus preserving the original templates for further use. 

You may find it useful to turn on the layers which pertain to your work and delete 
the others. The notes layer should be referred to if creating new page elements, 
otherwise simply insert new copy in the place of the template copy and the 
document should conform. 

When your job is complete you can delete the extraneous layers and flatten the 
file to a single layer which should include just the relevant trim and the content. 
The file is now ready to be optimized for its intended final use. (Always consider 
keeping both US and ISO sizes for international use.) If you are supplying to a 
printer, you should liaise with them to determine their requirements. For instance, 
some printers will prefer to work with pages which do not contain trim marks, but 
use the document page for size. This will mean further work to change the page 
size, but will prevent additional make up charges at the printer. 

The same process may be required for final output to digital printers using 
PDF, or alternatively the file could be cropped using a tool such as Acrobat 
InProduction to achieve the same end. There are a number of options for 
final release, and these templates cannot cover all eventualities; they have, 
however, been created to make the design and production process as flexible 
and simple as possible. 
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Collateral file-naming conventions 

Templates for our standard formats have been prepared in Adobe InDesign for 
both the PC and Macintosh® platforms. 

The first section of the name indicates the format, the second section defines 
whether it’s a cover, inside spread or other form, and the last section gives 
the program. For example, “BR_CVR.IND” stands for brochure front and back 
covers prepared in Adobe InDesign. The file names are the same for both 
PC and Macintosh. 


The diagram shown here lists the abbreviations used in the template file names. 


This position is used to indicate 
the standard format. The following 
abbreviations are used: 

BR Brochure 

BK Booklet 

This position is used to indicate 
the program the template has 
been prepared in. Templates 
are now provided for Adobe 
InDesign only: 

INDT Adobe InDesign 1.5 Template 


FL Flyer 

FOL Folder 

CD CD-ROM 

CDIN CD-ROM case insert 

CS Case study 

WP White paper 

SS Specification sheet 


BR_CVR.IND 


This position is used to indicate the 
type of template document. The following 
abbreviations are used: 


CVR Front and back covers or pages 

INT Inside spread 

INT1C Single-column inside spread 
INT2C Two-column inside spread 
INT3C Three-column inside spread 
LABEL Label 
BACK Back panel 
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Collateral file-naming conventions 

Templates are supplied in layered, multi-page files, but individual pages can 
be created using the file naming conventions provided, by deleting the pages 
which are not required and saving as desired. For more information see section 
2.8 Distribution. Trim and bleed sizes for US and ISO sizes are provided. 


Template files 

Collateral type 

Format 

File Name 

CD-ROM 

Insert leaflet 

CDIN.INDT 

CD-ROM 

Disc label 

CD_LABEL.INDT 

CD-ROM 

Back panel 

CD_BACK.INDT 

Brochure 

Cover 

BR_CVR.INDT 

Brochure 

Inside spread - single column grid 

BRJNT1C.INDT 

Brochure 

Inside spread - two column grid 

BRJNT2C.INDT 

Brochure 

Inside spread - three column grid 

BRJNT3C.INDT 

Specification sheet 

Front and back 

SS.INDT 

Case study 

Plus alternative 

CS.INDT 

Whitepaper 

Cover + following pages 

WP.INDT 

Folder 

Front cover 

FOL_CVR.INDT 

Flyer 

Front cover 

FL_CVR.INDT 

Booklet 

Front cover 

BK_CVR.INDT 

Reference guide 

Front cover 

RG_CVR.INDT 



2.10 


IBM Sales Collateral Global Brand & Design Principles 

Appendix 


IBM Project Information Guideline 

Files created for distribution on the IBM collateral home page must contain 
the information required to produce materials in each country. 

The IBM Project Information Guideline was created to provide IBM, its 
agencies and their production facilities with a centralized means of communicating 
important job and production information. This information travels with the page 
layout files, eliminating the need to create separate reports or printed forms. It 
is important that this guideline be filled out completely by the agency for each 
file created for IBM. The guideline uses terminology that is understood by any 
production or design agency throughout the world. 

Without the information provided within the guideline, delays in production may 
occur, causing projects to miss their announcement or release dates worldwide. 

The guideline is divided into three sections. The first section is the IBM project 
information. This section contains the information that IBM will need to track the 
job throughout the production process. This section also contains the information 
that the agency will need in billing IBM for the job. 

The second section of the guideline is the agency/production information. 
This section provides important production information to all of the operators 
who will work on the file. 

The third and final section is the graphic data listing. This section is where 
every graphic used in the page layout must be listed. This provides anyone looking 
at the file with a listing of all of the graphics, their file names and, most importantly, 
their usage rights. If a photo is contracted for usage in the U.S. and the file is 
used in Europe, then the IBM people in Europe need to know if the photo can 
be used there. If this information is not supplied and a photo or graphic is used 
incorrectly, then IBM is open to a lawsuit. 

The guideline is to be placed in the page layout file where space will allow. 
Should space be limited, then only the IBM project information need appear as 
part of the final output, or the guideline may be rotated to fit it in the output. 
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IBM Project Information. 

Form number: 

G000-000-000 

Title: 

IBM Project description 

Announce date: 

00/00/00 

IBM contact: 

IBM contact name/phone number 

Agency Information: Name of agency 

Job number: 

000000 

Contact: 

Agency contact/phone number 

File name: 

Name of the current page layout file 


Based on: 

Name of the file that this file is based on 


Version: 

2-00/00/00 

Location: 

Location of job on agency system 

Station: 

Station laentirication 

Operator: 

Initials of operator(s) rrr/rrr/qqq 

Trim size: 

Width x height 

Output size: 

Width x height 

Output device: 

Name and model 

Output style: 

Type of output (e.g., RRED-Neg Film) 

Line screen: 

OOOlpi 

Colors: 

List all plates for output 

Document fonts: 

Complete screen font nai 

me (e.g. Adobe Helvetica Regular, Berthold BQ Bodoni Light) 


Graphic Data Chart 

File name 

Page # File type 

Usage rights 

Photographer Stock House 

BR610PR.EPS 

1 IBM supplied 

All 


SA4935S01.EPS 

2 Stock 

US sales collateral only John Doe ABC Company 

OS2MAIN.YTIF 

3 IBM owned 

All 



The following pages contain a detailed breakdown of the guideline by mandatory 
and optional sections. 
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Mandatory 

IBM project information: This information is available from the IBM purchase 
order. 

Form number: The IBM deliverable form number. This number will differ from 
country to country. 

Example: G221-1234-00 

Title: The IBM project title. 

Example: IBM ThinkPad 320 Spec Sheet 

Announce date: The date the product is to be announced. The release date 
should also be included if available. 

Example: 01/01/2001 -05/01/2001 

Agency information: This information is the basic production information for 
the project. 

Contact: This is the agency contact with name and telephone number. 

File name: The name of the page layout file. Please refer to the IBM naming and 
graphic file preparation document for how to name files for IBM production. 

Trim size: The size of the printed job after it has been cut to size. 

Output size: The size of the film or paper needed to output the job. For example, 
an 8.5" x 11" job needs to be output on an 11" x 17" sheet of paper for the crop 
marks and other printers’ marks to appear. 
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Output device: The name and type of the imagesetter used in output. This is 
usually filled in by the printer or service center. This is needed so that the file can 
be output to the same device for several passes to keep the output consistent. 

Output style: How the film or paper needs to be output for printing. For example, 
offset negatives are indicated by RRED-Neg Film 

Line screen: This is the line screen at which the job will be printed. For example, 
most IBM collateral material uses 175 I/s for printing. 

Colors: This is a listing of the colors needed to be output. Process colors may 
be listed using CMYK. Spot colors should be listed using their full name. 
Example: IBM Blue - PMS 2718 

Document fonts: A list of all of the fonts used in the page layout file, using the 
complete screen name of the font as it appears in the font menu for the page 
layout software. 
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Graphic data chart: This is filled out by the agency, and must contain the usage 
rights. If any stock photography is used, then the stock house needs to be 
listed. This information is needed by the IBM Worldwide Image Library. 

File name: The name of the graphic file. Please refer to the IBM naming 
convention and graphic file preparation standards documentation for more 
information. 

Page #: The page the graphic appears on. 

File type: How the graphic was obtained. 

Usage rights: Informs the IBM Worldwide Image Library on how the graphic 
can be used throughout the world. If this information is not supplied, the graphic 
can not be added to the IBM library. 

Photographer: The name and telephone number of the photographer who was 
contracted to take the photograph. 

Stock house: The name and phone number of the stock house providing the 
graphic. Also include the stock house’s image ID. 


89 



2.10 


IBM Sales Collateral Global Brand & Design Principles 

Appendix 


Optional 

Agency information: This information is the basic production information for 
the project. 

Job number: This is the agency internal job number. 

Based on: The name of the file that was used to create the new page layout file. 
This provides IBM and the agency with a trail back to the original file used in 
creating the page layout file. This is used mainly when one file is picked up 
and modified to create another. 

Version: Provides the agency or production facility with a method for tracking 
various passes that the file goes through before it is printed. This is helpful for 
determining billing information. 

Location: This is where the file is stored on the agency’s computer system. 

Station: The name or location of the computer used to create the page layout file. 

Operator: The initials for the production or design person who last worked on 
the file. For each version, the operators should add their initials. This is important 
when production questions arise and there is a problem. 


Example: pass 1 = Operator: rpn 

pass 2 = Operator: rpn/rpn 
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Procuring typefaces used in IBM collateral 

The following typefaces are those used in preparing collateral for IBM. They are 
available in the sets indicated from their respective foundries: 

Helvetica. Supplied in three sets as indicated below, downloadable from the 
Adobe Web site at www.adobe.com/type/browser/browser_H.html. 

Regular, Regular Oblique, Bold and Bold Oblique are included within the Adobe 
Type Basics pack. 

The Helvetica Light and Black set contains the Light, Light Oblique, Black and 
Black Oblique weights. 

The Helvetica Condensed pack contains Condensed Light, Condensed Light 
Oblique, Condensed Medium, Condensed Medium Oblique, Condensed Bold, 
Condensed Bold Oblique, Condensed Black and Condensed Black Oblique. 

Bodoni Antiqua. Berthold BO Bodoni Antiqua is available as a complete family 
of Light, Light Italic, Regular, Italic, Medium, Medium Italic, Bold and Bold Italic 
from the H Berthold Web site: www.bertholdtypes.com/bq_library/90005.html. 

Zapf Dingbats. Supplied only within the Type Basics pack with the Helvetica 
fonts described above, or as a separate set with ITC Zapf Chancery, available 
from the Adobe Web site at www.adobe.com/type/browser/P/P_003.html. 

* Note: Although the medium and bold weights of Bodoni are included in the package they are not used as part 
of the IBM Brand type system. Similarly, additional weights of Helvetica are included in the packages 
distributed by Adobe, but only the weights specified should be used. 
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